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1.0 Introduction

This document is the Installation Guide for the California Department of
Education Principal Apportionment Software, and it covers installation of the
Attendance, Revenue, and Tax software packages. Understanding basic
Windows functions and procedures, such as clicking, double clicking, right
clicking, browse, etc., will assist you in installing and using the software.

This Installation Guide is designed to be common to the three separate Principal
Apportionment software packages. The steps involved in installing the three
separate packages are the same, with the exception of the self-extracting
executable downloaded and installed. For example, the Attendance Software
begins with the At£2003-3 00 . exe file, the Revenue Software begins with
the Rev2003-3_ 00.exe file, and the Tax Software begins with the
Tax2003-3 00.exe file.

Note: Ifyou install the Revenue Software package, it is not necessary to install
the Attendance or Tax Software packages. County offices should install
the Revenue Software package. County auditors should install the Tax
Software package. School districts should install the Attendance Software
package if they only need to submit attendance-related data to their county
office. School districts may install the Revenue Software package if they
would like to calculate their revenue limit estimates.

For instructions on using the Software, please refer to the Principal
Apportionment Revenue Software Training Guide, the Principal Apportionment
Tax Software Training Guide, and the Principal Apportionment Software User
Guide.

1.1 DOCUMENT CONVENTIONS

This document uses the following conventions to describe functions and
procedures in the software:

Window The names of windows, screens, and dialogue boxes use
Names title case, such as:

Save As window

User Information screen

Commands Commands are operations you must follow in order to
perform certain functions in the software. Bold face font
is used, such as:

Select Print from the File menu
Click the OK button




1.2

Image
Names

Important
Notes

Images, or pictures, are described as Figures and use
Italic face font, such as:
Figure 1: Diagram of the data process.

Notes include important statements regarding steps you
may need to take. They are highlighted in gray, with a
black border on the top and bottom, such as:

Note: Important note here

SYSTEM REQUIREMENTS

The installation of the Principal Apportionment Software requires approximately
20-30 MB of hard disk space. Before you install the software, make sure your

computer meets the following minimum hardware requirements:

Minimum Hardware Configuration

Intel Pentium III based PC
733 MHz processor speed
Windows 95

128 MB RAM

1.2 GB free hard disk space
2 MB graphics card

Color Monitor capable of 800 x 600 pixel resolution

To receive optimal performance from the software, you should have at least the

following recommended configuration:

Recommended Hardware Configuration

Intel Pentium 4 based PC

1.8 GHz processor speed
Windows 2000

256 MB RAM

4 GB free hard disk space

48x speed CD-ROM Drive

17" Color Monitor

High Speed Internet connection

For optimal performance, it is best to have a computer equipped with a CD-ROM
drive and/or high-speed Internet service available for obtaining and installing the

software. Having a typical dial-up connection can take up to 10 hours to

download the software. With a high speed Internet connection, the download time

is approximately 5 minutes.




2.0 Software Installation

This section describes software installation in Windows 95, 98, ME, NT, 2000,
and XP. There are two methods of installing the Software—from CD-ROM or the
Internet. The following sections detail the basic instructions necessary to
complete an installation to your desktop computer using these methods.

Note: It is important that you have closed all open Windows applications at
this time. Having open applications can cause problems with the
installation of your new software.

To install the Software:

Note: Windows 95 and 98 users must install DCOM before installing the
Software.

1. Install DCOM from CD-ROM or the Internet. All Windows 95 and
Windows 98 users must install DCOM95 or DCOMB9S prior to installing
the Software.

Instructions for installing DCOM from CD-ROM begin on page 4.

Instructions for downloading and installing DCOM from Internet Explorer
begin on page 8.

Instructions for downloading and installing DCOM from Netscape Navigator
begin on page 11.

2. Install the Software from CD-ROM or the Internet.
Instructions for installing the Software from CD-ROM begin on page 4.

Instructions for downloading and installing the Software from Internet
Explorer begin on page 9.

Instructions for downloading and installing the Software from Netscape
Navigator begin on page 12.




2.1 INSTALLING THE SOFTWARE FROM CD-ROM

2.1.1 INSTALLING DCOM FrRom CD-ROM

Only Windows 95 and 98 users must install DCOM. If you do not need to install
DCOM, proceed to “Installing Software from CD-ROM” on page 4.

1. Insert the Software CD-ROM into the CD-ROM drive.

Click the Start #8tat gt
Click Run. The Run dialog box displays.
Click Browse. The Browse dialog box displays.

Nk wn

Click the Look in arrow at the top of the dialog box to display the

different drives and folders on your computer.

Click on the drive letter associated with your CD-ROM (usually D:\).

7. Double click the dcom9x.exe filename. The Run dialog box opens with
the file name displayed.

8. Click OK. The DCOM dialog box displays.

Click Yes. The End User License Agreement window displays (Figure 1).
=lolx|

Flease read the following license agreement. Press the PAGE DOWHN key
to zee the rest of the agreement.

.O\

Microzoft r] DCOMSE 1.3 for Windows(r] 98 il

END-USER LICENSE AGREEMENT FOR MICROSOFT
SOFTWARE

IMPORTANT-READ CAREFULLY: This Microsoft End-User License
Agreement ["ELILA"] is a legal agreement between you [sither an
individual or a single entity] and Microzoft Corporation [“Microsoft''] for
the Microzoft software product identified above, which includes

computer software and may include associated media, printed

materialz, and "onling"" or electronic documentation [S0FTWARE
FROCUCT"). By instaling, copying, or othenwise using the

SOFTwWARE PRODUCT, wou agree to be bound by the terms of this
EULA, If you do not agree to the terms of thiz ELJLA, da nat install, ;I

Do wou accept all of the terms of the preceding Licensze Agreement? IF pou
choose Mo, Install will close. To install you must accept this agreement.

Yes I Mo |

Figure 1: End User License Agreement Window

10. Click Yes. The program copies the files to the computer, and then the
Restart dialog box displays.

11. Click Yes to restart your computer.

Note: You must restart your computer in order for DCOM to successfully
install and before you attempt to install any of the Software
packages.

2.1.2 INSTALLING SOFTWARE FROM CD-ROM
1. Insert the Software CD-ROM into the CD-ROM drive.

2. Click the Start 38t g,
3. Select Run. The Run dialog box displays.




Click Browse. The Browse dialog box displays.

5. Click the Look in arrow at the top of the dialog box to display the
different drives and folders on your computer.

6. Click the drive letter associated with your CD-ROM (usually D:\).

7. To install the Attendance Software on Windows 95/98/ME/2000/XP
computers, double-click the Att2003-3 00 .exe file.

For Windows NT users, double-click the At tNT2003-3 00 .exe file.

Note: The above example will install the Attendance Software. To
install the Revenue Software or the Tax Software, double-click the
Rev2003-3 00.exe or Tax2003-3 00.exe files (or their
Windows NT variants), respectively. The remainder of the
installation process for the Revenue Software and Tax Software is
the same as described below. However, the various setup windows
and dialog boxes will be specific to the software you are installing.

8. The Run dialog box displays.
9. Click OK. The necessary files copy to your computer (Figure 2).

Note: A dialog box may display that informs you that setup cannot
continue because some system files are out of date. Update these
files by clicking OK. After the Software updates the files, you
must restart your computer. After your computer restarts, return to
step 2 on page 4 and proceed with the installation.

Copying Files, please stand by,

Figure 2: Install Window

10. Once the program has installed the setup initialization files, the
Attendance Software Setup window displays (Figure 3).




3 Attendance Software Setup E |

@ ‘y'elcome to the Atkendance Soffbware installakion progranm,
g

Setup cannot inskall system files or update shared files if they are in use.
Before proceeding, we recommend that vou close amy applications you may
be running.

................. OK .................. Exit Setup |

Figure 3: Attendance Software Setup Window

Note: Be sure you have closed all other applications.

11. Click OK. The Attendance Software Setup dialog box displays (Figure 4).

#J Attendance 5oftware Setup E |

Eeqgin the installation by clicking the buttan below,

Click this button to install Attendance Software software ko the specified
destination directory,
)
Direckary:
’7C:'|,F‘rngram Files\Atkendance Software), Change Directory

Exit Setup

Figure 4: Attendance Software Setup Dialog Box

12. Click the computer icon button to continue to the Choose Program Group
dialog box (Figure 5). It is highly recommended that you accept the
default directory.

Note: You can change the directory by clicking Change Directory and
then entering or selecting the desired directory in the dialog box.




?, Attendance Software - Choose Program Group |

Setup will add items to the group shown in the Program Group bos,
¥ou can enter a new group name or select one From the Existing
aroups list,

Program Group:

Existing Groups:

Accessories

Attendance Saftware
Inkernet Explorer
Legacy Software
Micrasaft Qffice Tools
online Services
Fevenue Software
Serenescreen
SkartUp

WinZip

Conkinue I Cancel

Figure 5: Choose Program Group Dialog Box

13. Click Continue to accept the default program group. If you want to give
the group a different name, type a name or description in the text box and
then click Continue. It is suggested that you accept the default program
group.

14. The progress meter displays the installation status (Figure 6).

¥ Attendance Software Setup
Destination File:

C:\Program Files\atkendance Software)DataiIasLES. mdb

Figure 6: Installation Progress Meter

15. When the progress bar reaches 100%, the window closes, and the dialog
box displays that the software setup completed successfully (Figure 7).
Click OK.




2.2

2.21

Attendance Software Setup

Aftendance Software Setup was completed successtully,

Figure 7: Setup was completed successfully

DOWNLOADING THE SOFTWARE FROM THE INTERNET

The latest versions of the Software and DCOM are available on the Internet at
http://www.cde.ca.gov/fiscal/software/.

DOWNLOADING & INSTALLING DCOM FROM INTERNET EXPLORER

Only Windows 95 and 98 users must install DCOM. If you do not need to install
DCOM, proceed to “Downloading & Installing Software from Internet Explorer”

on page 9.

1. Navigate to http://www.cde.ca.gov/fiscal/software/.

2. Click on the correct DCOM link. The File Download dialog box displays.

3. Select Save this file to disk.

4. Click OK. The Save As dialog box displays.

5. Select a location to save the file. (For example, you might save your file to
the Desktop so you may quickly find it.)

6. Click Save.

7. While the application file is downloading to your computer, ensure that
the Close this dialog box when download completes checkbox is
unchecked.

Note: If the box is checked, the download dialog box closes immediately
after the download completes. You must find the file that was
downloaded and double click on the file to continue to step 9.

8. When this download is complete, the Download Complete dialog box
displays.

9. Click Open. The DCOM dialog box displays.

10. Click Yes. The End User License Agreement window displays.

11. Click Yes. The program copies the files to the computer, and then the
Restart dialog box displays.

12. Click Yes to restart your computer.

Note: You must restart your computer in order for DCOM to successfully
install and before you attempt to install any of the Software
packages.




2.2.2 DOWNLOADING & INSTALLING SOFTWARE FROM INTERNET EXPLORER
1. Navigate to http://www.cde.ca.gov/fiscal/software/.

2. To install the Attendance Software on Windows 95/98/ME/2000/XP
computers, click the At£t2003-3 00. exe file.

For Windows NT users, click the AttNT2003-3 00.exe file.

Note: The above example will install the Attendance Software. To
install the Revenue Software or the Tax Software, click the
Rev2003-3 00.exe or Tax2003-3 00.exe files (or their
Windows NT variants), respectively. The remainder of the
installation process for the Revenue Software and Tax Software is
the same as described below. However, the various setup windows
and dialog boxes will be specific to the software you are installing.

3. The File Download dialog box displays.

4. Select Save this file to disk.

5. Click OK. The Save As dialog box displays.

6. Select a location to save the file. (For example, you might save your file to
the Desktop so you may quickly find it.)

7. Click Save.

8. While the application file downloads to your computer, ensure that the

Close this dialog box when download completes checkbox is unchecked.
9. When this download is complete, the Download Complete dialog box
displays.
10. Click Open. The WinZip Self-Extractor dialog box displays, the
installation files decompress, and Attendance Software Setup window
displays (Figure 8).

#J Attendance Software Setup |

g Welcome to the Attendance Software installation program.
Lo

Setup cannat inskall system files or update shared Files iF they are in use,
Before proceeding, we recommend that wou close any applications wau may
be running.

Exit Setup

Figure 8: Attendance Software Setup Window

Note: Be sure you have closed all other applications.

11. Click OK. The Attendance Software Setup dialog box displays (Figure 9).




+3 Attendance Software Setup

Beqin the installation by clicking the button belov,

Click this buttan ko install Attendance Software software to the specified
destination directory.,

Direckary:
’7C:'|,F‘rngram FilesiAttendance Softwarel, Change Directary

Exit Setup

Figure 9: Attendance Software Setup Dialog Box

12. It is highly recommended that you accept the default directory. Click the
computer icon button to continue to the Choose Program Group dialog
box (Figure 10).

Note: You can change the directory by clicking Change Directory and
then entering or selecting the desired directory in the dialog box.

.,?, Attendance Software - Choose Program Group |

Setup will add ikems to the group shown in the Program Group bo,
You can enter a new group name or select one From the Existing
Groups list,

Prograrn Group:

Atkendanc

Existing Groups:

Accessories

Attendance Software
Internet Explorer
Legacy Software
Microsoft Office Tools
Cnline Services
Revenue Software

Serenescreen
SkartUp
WinZip

Conkinue I Zancel

Figure 10: Choose Program Group Dialog Box

13. Click Continue to accept the default program group. If you want to give
the group a different name, type a name or description in the text box and
then click Continue. It is suggested that you accept the default program
group.

14. The progress meter displays the installation status (Figure 11).

10



¥3 Attendance 5oftware Setup
Destination File:
:\Program Files\Attendance Software)Dakal TASLEA . mdb

Figure 11: Installation Progress Meter

15. When the progress bar reaches 100%, the window closes, and the dialog
box displays that the software setup completed successfully (Figure 12).
Click OK.

Attendance Software Setup [ <]

Attendance Saoftware Setup waz completed successiully,

Figure 12: Setup was completed successfully

2.2.3 DOWNLOADING & INSTALLING DCOM FROM NETSCAPE NAVIGATOR

Only Windows 95 and 98 users must install DCOM. If you do not need to install
DCOM, proceed to “Downloading & Installing Software from Netscape
Navigator” on page 12.

1. Navigate to http://www.cde.ca.gov/fiscal/software/.
2. Right click on the correct DCOM link. The pop-up menu in Figure 13
displays.

Open in Mew Window
Open Link in Compozer

Back
Earesard
Reload
St

Yiew Source
Wiew [nfo

Add Bookmark,
Create Shaortout
Send Page

Copy Link Location

Figure 13: Netscape Pop-up Menu
3. Select Save Link As...

11



The Save As dialog box displays. Select a location to save the file. (For
example, you might save your file to the Desktop so you may quickly find
it.)

Click Save. The Saving Location dialog box displays while the software
downloads.

To begin installing DCOM, double click on the dcom9x.exe file in the
location where the file was saved.

The DCOM dialog box displays.
Click Yes. The End User License Agreement window displays.

Click Yes. The program copies the files to your computer, and then the
Restart dialog box displays.

10. Click Yes to restart your computer.

Note: You must restart your computer in order for DCOM to successfully

install and before you attempt to install any of the Software packages.

2.2.4 DOWNLOADING & INSTALLING SOFTWARE FROM NETSCAPE NAVIGATOR

1.
2.

Navigate to http://www.cde.ca.gov/fiscal/software/.

To install the Attendance Software on Windows 95/98/ME/2000/XP
computers, right click the At£t2003-3 00.exe file.

For Windows NT users, right click the AttNT2003-3 00 . exe file.

Note: The above example will install the Attendance Software. To
install the Revenue Software or the Tax Software, right click the
Rev2003-3 00.exeor Tax2003-3 00.exe files (or their
Windows NT variants), respectively. The remainder of the
installation process for the Revenue Software and Tax Software is
the same as described below. However, the various setup windows
and dialog boxes will be specific to the software you are installing.

The Netscape pop-up menu in Figure 14 displays.

12



Open in Mew Window
Open Link in Compozer

Back
Farsard
Reload
Som

Yiew Source
Wiew [nfo

Add Baoaokmark:
Create Shortcut
Send Page

Save Link Az

Copy Link Location

Figure 14: Netscape Pop-up Menu

Select Save Link As...

The Save As dialog box displays. Select a location to save the file. (For
example, you might save your file to the Desktop so you may quickly find
it.)

Click Save. The Saving Location dialog box displays while the software
downloads.

Double click the Attendance Software file to begin installation.

Note: A dialog box may display that informs you that setup cannot
continue because some system files are out of date. Update these
files by clicking OK. After the Software updates the files, you
must restart your computer. After your computer restarts, repeat
step 7 to proceed with the installation.

Once the program has installed the setup initialization files, the
Attendance Software Setup window displays (Figure 15).

13



¢ Attendance Software Setup

@ welcome Eo the Attendance Software installation program.
2=

Setup cannot install system files or update shared files iF they are in use,
Before proceeding, we recommend that vou close any applications wou may
be running.

(814 Exit Setup

Figure 15: Attendance Software Setup Window

Note: Be sure you have closed all other applications.

9. Click OK. The Attendance Software Setup dialog box displays (Figure
16).

+3 Attendance Software Setup

Beqin the installation by clicking the button belov,

Click this buttan ko install Attendance Software software to the specified
destination directory,

Direckary:
’7C:'|,Prngram Files\Attendance Software), Change Directory

Exit Setup |

Figure 16: Attendance Software Setup Dialog Box

10. It is highly recommended that you accept the default directory. Click the
computer icon button to continue to the Choose Program Group dialog box
(Figure 17).

Note: You can change the directory by clicking Change Directory and
then entering or selecting the desired directory in the dialog box.

14



?, Attendance Software - Choose Program Group |

Setup will add items to the group shown in the Program Group bos,
¥ou can enter a new group name or select one From the Existing
aroups list,

Program Group:

Existing Groups:

Accessories

Attendance Saftware
Inkernet Explorer
Legacy Software
Micrasaft Qffice Tools
online Services
Fevenue Software
Serenescreen
SkartUp

WinZip

Conkinue I Cancel

Figure 17: Choose Program Group Dialog Box

11. Click Continue to accept the default program group. If you want to give the
group a different name, type a name or description in the text box and then
click Continue. It is suggested that you accept the default program group.

12. The progress meter displays the installation status (Figure 18).

#J Attendance 5oftware Setup

Destination File:
C:\Program Files\atkendance Saftware)DatalIasLES. mdb

Cancel

Figure 18: Installation Progress Meter

13. When the progress bar reaches 100%, the window closes, and the dialog box
displays that the software setup completed successfully (Figure 19). Click
OK.

15



2.3

Attendance Software Setup

Aftendance Software Setup was completed successtully,

Figure 19: Setup was completed successfully

VERSION CONFLICT INFORMATION

If you re-install the software and have retained the existing database in the
original installation folder, the Version Conflict window will display during re-
installation (Figure 20).

Yersion Conflict E |

& file being copied is nok newer than the file currently on wour
syskem, It is recommended that you keep your existing file,

File name:  ‘ZiiProgram Filesiatkendance
Software\Datal IasLES, mdb!

Descripkion:

Your version:

Do wou wank ko keep this file?

Mo Mo bo Al

Figure 20: Version Conflict Window

It is imperative that you click Yes to save your existing file. Otherwise, if you
click No, your entire database will be lost and you will need to re-enter all data or
restore from your latest backup disk.

Note: A version conflict window may display for any file being installed if that
file already exists on your computer.
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